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CASH MANAGEMENT POLI CI ES AND PROCEDURES HANDBOOK

CHAPTER 6. CASH HELD QUTSI DE TREASURY

Section 1.0 General

Thi s chapter describes the regul ati ons governing the adm nistration
of cash held outside the U S. Treasury, i.e., cash under the direct
control and custody of Department of Conmerce enpl oyees.

The objectives are to provide for uniformty in the adm nistration
and accountability of funds; prescribe how and for what purpose

i mprest funds will be used; |lessen the vulnerability of |oss or

m suse of cash funds; and pronote good cash managenent practi ces.

Cash Hel d Qutside Treasury includes cash maintained in inprest
funds, governnment checks, non-governnent checks, or other negotiable
instrunments. This chapter will focus on cash maintained in inprest
funds. Wen policy or procedures prescribed in this chapter
conflict with nore current Treasury regul ati ons governing the
operation of inprest funds, the Treasury regul ati ons nust be
fol | owed.

Section 2.0 Policy

Tile 31 CFR part 208, Managenent of Federal Agency Disbursenents:
Final Rule requires that all paynents nust be nmade by El ectronic
Funds Transfer (EFT) by January 2, 1999. However, exceptions can be
wai ved for (a) hardship on the recipient, (b) inpossibility, (c)
costs-benefit, or (d) |law enforcenment and national security.

As of Cctober 1, 2001, Federal agencies are required to elimnate

i nprest funds in accordance with the Inprest Fund Policy Directive,
i ssued by Treasury, Novenber 9, 1999. Exceptions to the
requirenents of this Policy Directive should be addressed to the
Director for Financial Managenent.

The Departnent’'s policy on inprest funds remains effective for al

i mprest funds that operate under a waiver fromthe requirenments of
the Policy Directive. Operating under such waiver, an inprest fund
shoul d satisfy a continuing need for making limted val ue cash or
non- cash di sbursenments in lieu of processing check di sbursenents.

Section 3.0 Authority
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Aut horities establishing the policy for cash managenment practices

W t hi

Sect i

n the Federal Government are as foll ows:

a. Treasury Financial Manual, Volune 1, Part 4, Chapter 3000
and Chapter 4000; and Part 6, Chapter 8000;

b. Financial Mnagenent Service "Mnual of Procedures and
Instructions for Cashiers (Cashiers Manual)";

c. General Accounting Ofice "Policy and Procedures Manual for
Gui dance of Federal Agencies", Title 7, Fiscal Guidance;

d. Code of Federal Regul ations (CFR), 31 CFR 208, "EFT Fi nal
Rul e";

e. Federal Acquisition Regulations (FAR, part 13, Subpart
13. 1.

on 4.0 Definitions

.01 Cash Held at Personal Ri sk

Cash Held at Personal Risk is an advance made from agency
appropriations and kept on hand and that may have to be
repl aced by a cashier if it is lost, stolen, or

m sappropri at ed.

.02 I nprest Fund

A fixed cash or petty cash fund in the formof currency, coin,
or Governnent check that is advanced by an organi zation unit
fromappropriated funds to an authorized (desi gnated) enpl oyee.

.03 Accountable Oficer

An official who by virtue of their enploynent is responsible
for or has custody of Governnent funds. This official is
personally liable for the | oss or inproper paynent of the funds
for which he/she is accountable.

.04 Approving Oficer

An official, typically finance or accounting official, who has
the authority to appoint cashiers or revoke their authority.
Approving officials are not permtted to redel egate their
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aut hority.

.05 Disbursing Oficer

An of ficer or enpl oyee designated to disburse noney and render
accounts according to |l aws and regul ati ons governi ng the
di sbursenment of public noney.

.06 Cashier
An of ficer or enployee of the Departnent of Comrerce
recormmended by the head of an activity and authorized to nake

cash di sbursenents.

Section 5.0 Establishnment of Inprest Fund and Desi gnation of Cashier

.01 Desi gnati on

Approving officials can appoint a cashier by conpleting OF 211,
Request for Change or Establishnment of |nprest Fund (Request
for Change form. Cashiers nust be enployed by the official's
agency. OF 211 does not require the signature of the servicing
FMS Regi onal Finance Center.

Only one inprest fund may be established at any one | ocati on.
When two (or nore Conmerce organi zation units, wthin walking
di stance of each other, have a need for an inprest fund, an
agreenent shoul d be nade between the organization units to
share a single fund.

.02 Determ ning Cash Requirenents

Approving official should review cash requirenment based on
actual usage at | east every 6 nonths. The review may consi st
of analysis of the types of paynents the function is used for
and the frequency of those paynents to determ ne that:

1. The inprest fund is needed and will be used for
val i d di sbursements

2. The anmpunt requested is in relation to the need
and will be cost-effective;

3. The safeguards proposed for the funds wll be
adequat e;
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4. The duties of the proposed cashier(s) wll be
properly segregated to prevent the opportunity for
fraud;

5. Any requested exceptions to normal operating
procedures are reasonabl e and can be consi dered
within existing | aws and regul ati ons; and

6. Any relevant information not furnished with the
request is obtained before the establishnment of the
fund.

The official file for cashier designations, including
witten justifications, wll be maintained in the bureau
finance office or paynent service center

c. Types of Cashiers

There are three types of cashiers:

(1) dass A Cashier who receives an advance from a
bureau and is personally accountable for the anmount of the
advance received. Cass A cashier is not authorized to
advance an inprest fund to another cashier except the
al ternate.

(2) dass B Cashier who receives an advance from a
bureau and is personally accountable for the anpbunt of the
advance received. Class B cashier is authorized to
advance an inprest fund to another cashier (sub-cashier)
as well as to his/her alternate.

(3) dass D Cashier who receives an advance from a
bureau solely for change-maki ng purposes. He/she is
personal |y accountable for the amobunt of the advance
received. Cass D cashier is authorized to advance an
i mprest fund to another cashier (sub-cashier) for change-
maki ng purposes only upon authorization of the bureau who
advanced hi m her funds.

Unl ess ot herwi se approved by the bureau finance
of fi cer/servicing paynent center chief, inprest fund
cashiers will be appointed in the Cass B category.

An alternate cashi er should be designated for each
princi pal cashier. The alternate cashier perfornms during
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t he short absence of the cashier or when the vol une of

wor k

requires the services of the alternate.

Sub-cashiers are not authorized to di sburse funds in the

sane
cashi

physi cal |ocation as the principal and alternate
er. Sub-cashiers may be used only for off-site

di sbur senents.

d. Tr

ai ni ng and References

1. Cashi er References

Each new y designated cashier will be given a copy of

this chapter of the Cash Managenent Policies and

Procedures Handbook. For further references, consult

Treasury's Cashiers Manual at the follow ng address:
http://ww. fns.treas. gov/inprest

2. Sources of Assistance

Cashiers should consult with the official who

aut hori zed or approved a paynment on questions
concerning the validity of that paynent. Wen the
propriety of a paynent cannot be determ ned, the
cashier should consult wwth a fiscal enployee at the
servi cing paynment center. If the question cannot be
resolved at this level, the enployee at the servicing
paynent center should contact their bureau finance
of fice. Questions that cannot be resolved at this

| evel should be directed to the Ofice of Financial
Managenent .

Section 6.0 Paynents froml nprest Funds

.01 Advanci ng Cash for Purchases

Paynments can be made froman I nprest Fund for purchases or

travel s.

These paynents are subject to the requirenents of the

| mprest Fund Directive Policy.

.02 Docunmentation

Each di sbursenment should be supported by at | east one of the

fol | ow ng:
- SF

1164, C aimfor Reinbursenment for Expenditures on

O ficial Business or conparable form
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pai d receipt

original bill

sales slip

cash register ticket, invoice or SF-1165, Receipt for
Cash- Subvoucher (Subvoucher)

Docunents that support cash paynents becone subvouchers to the
account. These subvouchers shoul d be:

- serially nunbered

- stanped "paid immediately upon paynent

The nunber of copies of subvouchers, invoices, and receipts
shoul d be kept to a mninumto avoid naki ng duplicate paynents.

Records retenti on should be nade in accordance with the Genera
Records Schedul e 6, "Accountable O ficers' Accounts Records",
avai l able at the follow ng Wbsite:

http://ardor. nara. gov/grs/grs06. ht m

Section 7.0 Repl enishing | nprest Funds

.01 Gener al

The advance held by a principal cashier is replenished by
processing an OF 1129, Rei nbursenment Voucher, supported by the
pai d sub-vouchers held by the cashier. The cashier will submt
repl eni shnment vouchers to the servicing paynment center for
revi ew and paynent. Advances given on Form CD- 369, Travel
Advance, w || be replenished separately.

.02 Subm ssion of Repl eni shment Vouchers

Submi ssi on of rei nbursenent vouchers should be based on the
fol | owi ng:
- Funds greater than $5,000: Once a week at a m ni num
- Funds $1,000 - $5,000: Two tinmes a nonth at a m ni num
- Funds | ess than $1, 000: Once a nonth or nore often as
needed to naintain the fund.

Repl eni shnent shoul d be nade via EFT.
Exceptions to the standards descri bed above nay be granted by

t he bureau finance officer, when justified by the
ci rcumnst ances.
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.03 Cash Turnover Revi ews

The bureau finance officer should conduct a review of the
i mprest fund activity at |east sem -annually. Once the
activity of all funds have been revi ewed, the bureau
finance officer should take whatever opportunities are
avail abl e to reduce the anmount of cash di sbursed and
decrease inprest fund cash bal ances.

.04 Unused Checks

In the event that checks are received by the cashier, there
is a one-year limt on payability of U S Treasury checks.
However, they should not be held over 90 days w thout a
cash managenent assessnent as to the continued need for

t hese funds.

Cashi ers should forward unused checks to their servicing
paynent center for cancellation and rei ssuance.

Uncashed Treasury checks shoul d be stanped "non-negoti abl e”
and returned to the servicing paynent center when there is
a change in cashiers, a liquidation of the fund, or a
decrease in the fund.

.05 Avoi di ng Check- Cashi ng Fees

Before paying a fee to a local institution for cashing an
of ficial check, every effort should be nade to have the
checks cashed wi thout a fee.

.06 Payi ng Fees

| f none of the usual facilities are avail able and | ocal
financial institutions require paynent of a fee, the fee
may be paid fromthe inprest fund. The cashier's supervisor
wi || be responsible for determ ning the reasonabl eness of
the fee. Such a fee should be reasonable and custonary for
t he service area.

.07 Deposit Accounts

Under nornmal circunstances, Departnment of Commerce cash
resources are deposited into and maintained by the U S.
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Treasury. |In unusual cases, authorization to nmaintain cash
bal ances in a commercial bank or in accounts of other
financial institutions (insured by the U S. Governnent) may
be authorized. This authority is for cash w t hdrawal
transactions by cashiers only and does not permt

commerci al checks to be nade payable to fell ow enpl oyees or
vendors.

Cashi ers who mai ntain a depositary account nust subnmit an
SF 1149, Statenment of Designated Depositary Account, with
the monthly OF 1129, to the servicing paynent center. Were
funds are nmaintained with an authorized depositary on a
dermand basis and, by law, nmay bear interest (as with sone
foreign currencies), the highest possible interest rate
nmust be obtai ned cormmensurate with the adm ni stration of

t he account.

on 8.0 Safekeeping Facilities for Cash

.01 Snmal | Funds

A | ocked cash box will suffice for funds under $300. The
cash box should be secured in a bar and conbi nation | ock
file cabinet during the hours the inprest fund is not in
oper ati on.

.02 Larger Funds

Funds over $300 are to be kept in a | ocked cash box and
stored in a U S. CGovernment approved safe with a

t hree-position dial conbination | ock which may be obt ai ned
t hrough the General Services Adm nistration Custonmer Supply
Center. Normally, a large fund should not be established
until a safe is on site. However, a bar-I|ocked cabinet can
be provided as a tenporary neasure if an energency need for
a large fund ari ses.

. 03 Saf eguardi ng Conbi nati ons and Keys

The cashier should personally set the conbination to the
safe or three-position dial conbination lock. If it is not
possi ble for the cashier to set the conbination, it nust be
done by a bonded | ocksmith. A security officer or
supervisor is not authorized to set or know a cashier's
conbi nati on. The cashier nust nenorize the |ock
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conbi nati on. The conbi nation should not be witten except
to provide energency access.

.04 Changi ng the Conbi nation of the Safe

The conbi nati on shoul d be changed at | east once a year,
whenever there is a change in cashiers, and/or whenever the
conbi nati on becones known to a person other than the
cashier. If necessary for security reasons, (i.e., an

out goi ng cashi er or soneone else is in possession of a key
to the cash box), a new | ock shoul d be obtained.

.05 Cash Boxes

The cashier should not place funds or keys to a cash box in
an unaut hori zed storage facility (vehicle glove
conpartnent, | ocked or unlocked desk drawer, etc.) or |eave
t hem wi th anot her person. The cashier should keep his/her
cash box in the safe except when actually making

di sbursenents, and should never |eave a cash box or

unl ocked safe unattended even for a few nonments. Each
cashier nust maintain a separate cash box with its own key
or conbi nation |ock, and nay not operate from anot her
cashier's funds.

.06 Unsafe Places for Cash

An inprest fund shall not be kept in a safe with unrel ated
docunents, unless the safe has separately | ocked inner
conpartnents for storing a cash box and the docunents.

.07 Security of Operations

The cashier's supervisor is responsible for providing the
cashier with adequate facilities, equi pment, and a secure
environnent for the safe operation of the fund. This

i ncludes providing the cashier wth adequate security when
t he cashier nust travel to a different |ocation to cash
rei mbur senment checks.

If the security and safety of the fund and the cashier are
in question, the supervisor should arrange for an escort to
acconpany the cashier during the process of depositing

and/ or cashing the rei nbursenent.



6-10 Revised 4/00

Cashiers should not nornmally |l eave their offices to nmake

di sbursenents. Cashiers nmay |eave their office when persons
needi ng cash cannot conme and/or cannot send soneone to the
| ocation of the cashier. These situations should be rare.

To all ow for energency access, the follow ng procedures
shoul d be taken by the cashier:

1. A duplicate cash box key and/or the witten
conbi nati on nust be placed in a seal ed, signed, and
dat ed envel ope.

2. The envelope will be personally hand-carried by the
cashi er and given, unopened, to the designated
security officer for the facility. The security

of ficer nust note the date received and sign the
unopened envel ope.

3. The envelope will be kept in a secure pl ace
i naccessi ble to ot her enpl oyees.

4. If there is no security officer designated for the
facility, the cashier nust arrange for an alternate
and secure storage of the envelope, with the |ocation
known only to the principal officer of the facility,
but not by the cashier's supervisor.

This arrangenent or another simlarly effective
measure may be used so long as it is approved in
advance by the bureau finance officer/ servicing
paynent center chief.

5. Access should only be made by the cashier's
supervisor, a witness (preferably the security
officer), and the alternate cashier or, in the
supervi sor's absence, the principal officer of the
facility, or his/her designee, acconpanied by the
W tness and the alternate cashier.

.08 Depositaries

Deposit accounts are to be set up in the bureau's nane. The
foll owi ng procedures apply when establishing a deposit
account at a financial institution.
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The bureau finance officer or servicing paynent center
chief nmust send a letter to the financial institution
aut hori zing funds withdrawal by the cashier. The letter
shoul d al so contain the follow ng information:

a. The account should be established as a corporate
Gover nment account and cannot be conmm ngled with
private funds. The account is for deposit and cash

wi t hdrawal only. Checks cannot be witten agai nst the
account .

b. The title and name of the principal cashier,

al ternate cashier, and nmanagenent official who can

wi t hdraw funds or freeze the account for audit

pur poses. Include signatures for each person listed in
the letter.

c. Signature cards should be signed with the financi al
i nstitution.

d. A photo identification will be presented to the

financial institution when nmeking a depositor

wi t hdrawal so that the identification can be conpared

with the signature card on file at the institution.
The financial institution nust be Federally insured.

.09 Energency Access

Enmer gency access to inprest funds should be provided only
in case of (a) absence of a cashier, including alternates;
or (b) absence of alternative inprest funds.

When enmergency access is required, the fund nust be
verified by the cashier's supervisor, a witness, and the
alternate cashier who wll sign for the funds. The
verification will be nmade at the tine the fund is accessed
and prior to the use of the fund. The safe conbi nati on nust
al so be changed i medi ately by the alternate cashier. A
subsequent verification and a change of conmbination will be
acconplished in the usual manner follow ng the return of

t he principal cashier

Section 9.0 Responsibilities for Cashi er Funds
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.01 Genera

General responsibilities of a cashier are to nake

di sbursenents for official purposes and to naintain al
official funds, i.e., funds paid out, cash-on-hand, and
funds advanced to alternate and sub-cashiers.

a. Conflict of Duties

It is the cashier's sole responsibility to disburse funds
based on authorized and approved docunmentation. A cashier
may perform other duties; however, unless justified by
unusual circunmstances and approved by the Director for

Fi nanci al Managenent or the person having his/her

del egation of authority, the cashier should be prohibited
fromperformng the followi ng activities:

1. Collections--if justified by extenuating

ci rcunst ances and approved, collections nust be
accounted for separately and never comm ngl ed
with inprest funds.

2. The pricing, billing, or maintaining of
accounts receivable if the cashier is, in any
way, involved in the collection of funds or in
maki ng adj ustnents in cash.

3. The operation of nore than one (1) inprest
fund at a tine.

4. The comm tnent of funds or the authority to
approve purchases of goods and services.

5. O her functions related to maki ng cash
di sbur senents.

6. Determ ning, authorizing, or approving credits
for return of or allowances for goods previously
bil | ed.

7. Maintaining or controlling inventories or

i nventory records, or authorizing, approving, or
handl i ng the recei pt or shipnment of goods and
servi ces.
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b. Daily Cash Reconciliation

A daily reconciliation of cash and/or travelers checks is
required by the cashier for those funds that have activity
for the day. Any shortage or overage nmust be i medi ately

i nvestigated and reported through the cashier's supervisor
to the bureau's finance office if the fund is not pronptly
reconciled. On those days that replenishnent is requested,
the reconciliation will be satisfied by the conpletion of
the "Status of Fund" block on the OF 1129, Cashier

Rei mbur senment Voucher. Docunentation substantiating cash
reconciliations should be retained until the next audit is
per f or med.

.02 Liability

A cashier is personally liable for the replacenent of any
shortages, |osses, or m suses of funds entrusted to hinl her
t hrough an i nprest fund advance. A receipt |og-book(s) by
sub- voucher nunber, should be maintai ned by the cashier.
The cashier shall require each individual receiving
cash/travel ers checks to sign the | og-book next to the
appropriate nunber

Cashi ers should insist on proper authorization/approvals
and accept original custoner copy receipts which may be in
the formof a cash register tape, carbon copy, conputer
generated copy, a slip marked "custonmer copy," or a

phot ocopy. |If a photocopy is used, the enployee nust
indicate in witing that this is the original and sign the
recei pt. Any type-overs, white-outs, or other alterations
on aut horizing docunents or receipts nust be questioned.

Each cashier is personally liable (legally responsible) for
the funds that have been advanced to himher until a proper
and acceptabl e accounting has been nade to the Departnent.
Al ternate cashiers and sub-cashiers are primarily
responsi ble to the cashi er who advanced funds to them

The cashier may refuse to nmake any di sbursenent that is not
in strict accordance with Treasury or Departnent

regul ations. The cashier may not be coerced i nto making
any di sbursenent where the propriety of the transaction is
questi onable. Wen the propriety of any disbursenent is
doubted, the cashier may require witten acceptance of
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responsibility (a letter of recourse) fromthe official
aut hori zi ng the di sbursenent. The cashi er should incl ude
the followi ng statement with the approving official's

si gnature when the disbursenent is in doubt: "In the event
this paynent is disallowed by the certifying officer, |
accept full responsibility of the anpbunt of the

di sbursenent (signature of approving official)." Such
witten acceptance of responsibility provides the cashier
recourse to the official if the disbursement is |ater

di sal | owed, but does not, in itself, relieve the cashier of
responsibility for the disbursenent.

The cashier nmay al so request an advance witten opinion
fromthe certifying officer as to the legality of a

di sbursenent. If the certifying officer cannot decide the
legality of the disbursenment, the officer may submt the
request through the bureau finance officer and the Ofice
of Financial Managenent to the O fice of General Counse
for a decision.

.03 Reporting Losses, Shortages, or Thefts

Whenever a | oss or suspected inpropriety is discovered, the
cashier/verifier who beconmes aware of the probl em nust

i mredi ately report what is known to the bureau finance

of ficer/servicing paynent center chief, through the
cashier's supervisor. The bureau finance office should

est ablish an account receivable, and bill the cashier for
the anobunt of the shortage or loss. Collection action wll
not be pursued until an investigation has been conpl eted
and liability for the shortage or | oss has been detern ned.
Cash advanced by the cashier to other enployees, i.e.,
interimreceipts, (not including travel advances) and not
cleared within five working days, nust be handl ed and
reported in the sane manner as a shortage of a cashier.

.04 Accounting for Losses

a. Limted Relief

A cashier may be relieved of the liability for the

| oss of funds, upon formal application, in the event
of burglary and/or theft where reasonabl e and proper
saf equards were exercised, the | oss was reported and
i nvestigated, and there was no negligence on the
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cashier's part. Requests/ recommendations for relief
must be forwarded fromthe bureau finance officer to
the Director for Financial Mnagenent or the person
havi ng hi s/ her del egation of authority. |In general,
relief may be granted by the agency for | osses under
$3,000. For individuals seeking relief fromliability
for |l osses over $3,000, those individuals should
obtain the advice of their conponent General Counsel's
Ofice or the Departnent of Justice (Justice
Managenent Division) if the conponent does not have a
General Counsel's Ofice.

b. Collection Action

Whenever there has been a determ nation that a cashier
is at fault for a loss of inprest funds, the bureau
finance officer/servicing paynent center chief shal

be notified so that a bill for collection is issued
and collection action can be pursued. Collection
action nmust be taken by the bureau finance office
under the provisions of the Debt Collection Act of
1982, as anended, if requests by the cashier for

i mredi at e repaynent are ignored. For specific
inquiries regarding salary offset procedures, refer to
the Departnent 's Credit and Debt Operating Standards
and Procedures Handbook, Appendi x E.

| f deficiencies in cashier advances are approved for
relief, or if cashier deficiencies are determned to
be uncollectible, the deficiency may be authorized to
be charged to the appropriation(s) avail able for
paynent fromthe inprest fund. |f the deficiency
cannot be related to a specific transaction or
appropriation, the charge will be prorated based on

t he dollar volune of paynments nmade through the inprest
fund for each appropriation and/or fund. The charge
will require the clearance of the finance officers of
t he affected bureaus.

.05 Responsibilities of the Bureau Finance Oficer

The bureau finance officer and servicing paynment center

chiefs have the responsibility for ensuring that direction
i's given and guidance is issued for the proper operation of
the fund, and that prescribed audits and verifications are
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conduct ed.

.06 Responsibilities of Cashier's Supervisor

The supervi sor nust establish hours during the workday when
the cashier's office is open to the organization. Hours of
operation should be posted outside the inprest fund office.
The bureau finance office may be consulted for guidance in
establ i shing service hours.

The cashier's supervisor is responsible for ensuring the
need, correct use, and nmanagenent of inprest funds

mai ntai ned within his/her jurisdiction. The supervisor nust
ensure that the funds are being used and maintained in
accordance with all applicable regul ations.

The supervisor of the inprest fund cashier nust ensure that
quarterly cash verifications are perfornmed, the fund is
audited as required in Section 10.15 of this chapter, and
an audit is conducted whenever there is a change in
cashiers. The supervisor may request guidance fromthe
bureau finance officer or the servicing paynent center

chi ef .

.07 Responsibilities of Approving Ofici al

The approving official shall ensure that all itens
ordered are officially necessary, that itens approved
for paynment have been received, and that the correct
account classification code is applied to the

pur chase. The approving official should be

know edgeabl e of and enforce Departnent policies
concerning (a) allowabl e/disall owabl e purchases,

(b) proper purchase nechani sns (e.g., BankCard,
purchase order, etc.), (c) spending limts, (d)
approval s and docunentati on needed for speci al
transacti ons.

Section 10.0 Accountability for Transfer of Cash Between
Enpl oyees and Sub-Cashier and the Primary Cashi er

.01 Advance to Enpl oyee

Principal, alternate, and sub-cashiers may nake authorized
advances of funds in cash. An inprest fund cashier is



6-17 Revised 4/00

aut hori zed to make cash advances for travel when the
properly approved fornms are presented. Recipients becone
Iiable for advances, i.e., cash and/or travel ers checks,

i ssued to them upon receipt. The cash is exchanged for a

properly prepared SF 1165, Receipt for Cash--Sub-voucher
(or equivalent form.

.02 Accountability for Advance to Enpl oyee

Cash advances nade to enpl oyees to nmake purchases

(excluding travel advances) nust be liquidated in one of
the foll ow ng ways:

a. The total anpunt advanced may be returned to the
cashier in cash;

b. Acceptable paid receipts may be presented to the

cashier in an amount equal to the anmount of the
advance; or

c. A conbination of cash and acceptable paid receipts
may be presented to the cashier in the anount of the
advance.

Where the tenporary cash advance (SF 1165, or equival ent
form is not liquidated within the prescribed tine
l[imtation for accountability (five workdays), the advance
is to be considered as a shortage item by the cashier.
Such overdue advances will be reported on the OF 1129,

Rei mbur senent Voucher Advances of cash nade by cashiers and
sub-cashiers to enpl oyees for maki ng approved purchases
shoul d be made in the m ninum anount of tinme necessary to
make the required purchase.

.03 Advances to Alternate

An alternate cashier usually is authorized to operate only
in the absence of the principal cashier. However, an
advance may be given to an alternate cashi er when the

vol une of work makes it necessary for both the principal
cashier and alternate cashier to disburse cash. The

al ternate cashier nust operate from his/her own separate
fund advanced by the principal cashier on an interim
recei pt and from his/her owm cash box. Normally, this
arrangenment will be tenporary. |If the volume of work
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necessitates both the principal cashier and the alternate
cashier to disburse cash for nore than 30 days, the bureau
finance officer/ servicing paynent center chief should be
consul ted for advice. The continued use of both principa
and alternate cashiers violates the principle of
designating only one cashier at an individual facility. An
al ternate cashier operating under an interim advance nay
not advance funds to a sub-cashier.

.04 Accountability for Advance to Alternate

The alternate should sign a receipt (SF 1165) for the
anount of the advance. This receipt should be retained to
account for the full anmount of the fund.

. 05 Repl eni shnent Procedure - Alternate

At the end of each business day, the alternate nust turn
over all paid vouchers to the cashier. The alternate's
advance for the amount of the paid vouchers should then be
repl eni shed.

.06 Absence of Cashier

|f a cashier is going to be absent, the alternate's advance
wi |l be increased on a receipt basis to the anmount needed
to carry on normal disbursing activities. Wien the cashier
returns to work, the alternate should return all paid
vouchers to the cashier. The alternate's recei pt advance
shoul d then be reduced to the previously established sum

In instances of unforeseen absence of the cashier where
transfer of funds to the alternate cannot be effected as
stated above, a formal transfer of funds nust be nmade to
the alternate. A committee of three persons--the alternate
cashier, the cashier's supervisor, and the principa
officer of the facility--will access the cashier's records
and funds, and prepare an accounting on an OF 1129 in the
nanme of the cashier. Each conmittee nmenber will sign the
accounting form transferring responsibility and
accountability to the alternate cashier.

.07 Advance to Sub-cashier

a. Aprincipal Cass B cashier is authorized, if



6-19 Revised 4/00

approved by the bureau finance office, to nake
advances in specified anounts to designated
sub-cashiers to operate a sub-fund of the principal

i nprest fund. The establishnment and any change in the
anount of the advance nust be reflected in the signed
interimrecei pt held by the principal cashier. This
type of advance remains a part of the principal
cashier's fund until it is |iquidated.

b. Cash advances nmade to sub-cashiers to nake
di sbursenents nust be liquidated in one of the
foll ow ng ways:

1. The total anpbunt advanced nay be returned to the
cashier in cash; or

2. Acceptable paid receipts, and any renai ni ng cash,
may be presented to the cashier in an anount equal
to the total anount of the advance.

.08 Accountability for Advance to Sub-cashi er

The sub-cashier should sign a receipt (SF 1165, or
equi val ent form for the anopunt of the advance. This
recei pt nust be retained by the principal cashier to
account for the full anmpbunt of the fund.

.09 Capability of a Sub-cashier to Advance Funds

Sub-cashiers may transfer the fund to an alternate

sub- cashi er during the absence of a principal sub-cashier.
The alternate sub-cashier should sign a receipt (SF 1165)
for the transfer. A copy of this receipt should be given to
the principal cashier so that he/she will know who is
accountable for funds at all tines.

.10 Repl eni shnent Procedure - Sub-cashier

As the sub-cashi er nakes di sbursenents, he/she will
periodically exchange paid receipts for additional cash

but no less than nonthly. If the advance is to be
continued, the sub-cashier nust submt all sub-vouchers for
repl eni shnrent. These sub-vouchers shoul d not be nunbered by
the sub-cashier, but will be nunbered, upon receipt, by the
princi pal cashier.
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.11 Resignation of Principal Cashier

When a cashier | eaves his/her position, the change shoul d
be anticipated and the bureau should request Treasury to
desi gnate a new cashi er using an OF 211.

| f the new cashi er has not been designated prior to the
out goi ng cashier's departure, the advance shoul d be
transferred to an alternate until the principal cashier is
desi gnat ed.

If there is no alternate cashier, the funds nust be
returned to the servicing paynent center that originally
processed the advance. If an enployee is not available to
serve as a replacenent cashier for the resigning cashier,
the inprest fund may not be retained.

.12 Transfer of Funds

a. Request for Change of Cashiers

A request for a change of cashiers nust include the sane
information as indicated for a new cashier. The request for
a designation of a replacenent cashier nust include a
request for the revocation of the incunbent cashier

b. Prelimnary Verification of Funds

Before transferring funds, the cashier nust recall, count,
and verify any advance nade to any alternate or

sub-cashier. A cash verification of a sub-cashier's advance
must be made in the presence of the sub-cashier. Once
advances to an alternate or sub-cashier are fully accounted
for, the cashier should return the cash advance receipt to
the alternate or sub-cashier

c. Docunent ati on

In order to relieve the outgoing cashier of responsibility,
he/ she nmust prepare and sign a final OF 1129, Rei nbursenent
Voucher, as an accounting and transfer of funds docunent.
(Treasury Fiscal Service (TFS) Form 1652, Statenent of
Advance of Funds for Change- Maki ng Purposes, wll be used
to transfer funds between C ass D cashiers.) The OF 1129
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al so serves as an acknow edgnent of the receipt of the
funds by the incom ng cashier.

.13 Discrepancies in Alternate or Sub-cashier

I f a discrepancy is found while accounting for the funds of
the alternate or sub-cashier, note the discrepancy on the
OF 1129 to record the transfer pending cl earance action.

.14 O ficial Counting and Verifying the Fund

A verification of the fund will be performed upon a change
in cashiers in the presence of two witnesses. An audit
conducted at the tinme of the change of cashiers may al so be
appropriate. The new cashier nust verify all cash,

i ncluding travel ers checks and charge cards, and
docunent ati on recei ved, and acknow edge acceptance of the
fund by signing the transfer reinbursenment voucher in the
presence of two wi tnesses. Wiether or not it is used as a
repl eni shnent voucher, an OF 1129 will be sent to the
servicing paynent center to record the transfer of funds.

.15 Responsibility of Qutgoing Cashi er

To conplete the transfer, the outgoing cashier prepares and
signs the OF 1129. In the certification section of the
form the outgoing cashier adds "and has been transferred
to (nane of incom ng cashier) as of this date.” The

i ncom ng cashi er acknow edges the recei pt of funds by
inserting "I hereby accept accountability for this inprest
fund of $ (anmpbunt)" and shoul d place his/her signature and
soci al security nunber thereafter. |f a discrepancy has
been noted and shown on the OF 1129, the incom ng cashier
can acknow edge the recei pt of funds by addi ng, "Except as
not ed above, | accept accountability for this inprest
fund..." Every attenpt should be nmade to settle

di screpancies prior to transferring the fund to a new
cashier. The outgoing cashier should keep a copy of the
signed OF 1129 as a receipt fromthe incom ng cashier.

.16 Submtting OF 1129

The incom ng cashier subnmts the signed OF 1129 to the
servicing paynent center that advanced the funds.
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.17 SF 1166, Voucher and Schedul e of Paynents

Prepared by service paynent centers.

.18 Restoration of Advance to Alternate/ Sub-Cashiers

Once the transfer is conpleted, the incom ng cashier may
restore any advances recalled fromthe alternates and
sub-cashiers. He/she al so prepares a new receipt for the
advance.

.19 Forns Qutgoing Class D Cashier Miust Submt

TFS Form 1652, Statenent of Advance of Funds for
Change- Maki ng Purposes, is to be used for C ass D cashiers
only, and will be prepared at | east once each fiscal year
or after the transfer of accountability to another cashier.
The original should be submtted to the servicing paynent
center.

Section 11.0 Purchases and M scel | aneous Cash Paynents

Cashi ers nmay nmake paynents from inprest funds for nmany types of
smal | purchases and travel advances. However, these paynents are
l[imted by the cash amount of the specific transaction.

.01 Advant ageous Use of |nprest Funds

Use of the inprest fund as a disbursenent technique wll
general ly be considered advantageous in the follow ng
ci rcunst ances:

1. When vendors are reluctant to honor small purchase
orders, contractor-issued BankCards, or demand cash
paynment ;

2. Wen vendors are not equi pped to bill agencies for
pur chases in accordance with usual business practices;

3. When supplies or non-personal services are needed
at | ocations not serviced by procurenent offices;

4. When provisions for local credit arrangenents and
billings by vendors are non-existent;
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5. When unusual operating conditions preclude using
conventional disbursing channels (but only under
approved exceptions).

.02 Authorization for Expenditures

1. Internal Contro

A cashier may not both process di sbursenents and

aut hori ze expenditures. Specific docunentation,
simlar to that required for any authorized

di sbursenent shall be required for inprest fund

di sbursenents. Cashiers nust naintain a log file of
forms FMS-2958 (Del egation of Authority) for al
active officials enpowered to authorize paynents.
Cashi ers nust verify signatures against the file when
paynents are made fromthe inprest fund.

2. Advance Approval

Di sbursenents froman inprest fund can be nade for
goods and services only when the disbursenments have
been aut horized in advance of their presentation to a
cashier. An enpl oyee who has been del egated authority,
in witing, to obligate funds and to approve
expenditures fromthose funds nmust approve the

di sbursenents. If the cashier issues a cash advance,
t he approving official nust approve the cash advance
and al so the supporting docunent(s) to liquidate the
cash advance. Approval should not be automatic. A
signature by the approving official neans that the
purchase is in full conpliance with all inprest fund,
procurenent, and regulatory requirenents. The

requi rements include, but are not limted to, the
fol | owi ng:

0 No purchase order (CD 404) has been issued for the
suppl i es or services;

oNo bl anket purchase agreenent has been witten for
t he supplies or services;

o Cash will not be used with a vendor that wll accept
t he Governnment BankCard; and
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o The supplies are not stocked by GSA or anot her
mandat ory source.

.03 Cash Limts

a. Normal Single-Transaction Paynents

Commerce cashiers may pay up to $500 for each approved
routi ne, non-energency cash paynent fromthe i nprest fund.
This $500 Iinmt does not apply to travel advances issued
via travel ers checks.

At inprest funds furnished with travel ers checks, travel
advance requests greater than $100 nust be rounded up or
down (at the traveler's option) to the nearest nultiple of
$50. This all ows advances over $100 to be issued w thout

t he di sbursenent of cash. |If the anpbunt of the advance
presented to the cashier is not a multiple of $50, the form
nmust be changed. The traveler nust initial the change if
made on the original formor prepare a new travel advance.
Travel advances of |ess than $100 are di scouraged, but wll
continue to be disbursed in cash.

b. Exceptions to the Dollar Limtations for Routine
Paynent s

Bureau finance officers or designee have authority to grant
exceptions to the $500 I[imtation for routine cash
paynent s.
1. Be made in witing to the bureau finance officer or
desi gnee.

2. Address a specific category of transactions (i.e.,
travel advances) and if approved, will authorize the
category only.

3. Specify the need and the unusual circunstances of
t he program

Wai ver of the cash limt will be restricted to a specified
cashier and will not be used as an across the board
increase for all inprest fund cashiers.

.04 Energency Cash Needs
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Departnment cashiers may pay up to $1,000 for each properly
justified and approved energency cash paynent. This
enmergency paynment authority may be used only when the need
is imedi ate and no ot her disbursing/paynment nethod is
avai l able. The witten justification nmust be confirnmed by
an aut horized approving official and be stated on or
acconpany the paynment docunent.

Di sbursenments in excess of $1,000 nmay be nmade by cashiers
only with the direct approval of the bureau finance officer
or designee.

.05 Types of Authorized Paynments

Cashiers are authorized to make cash paynents and advance
cash on a receipt basis to an authorized enpl oyee. Cashiers
may nmake paynent for the foll ow ng:

1. Smal | purchases;
2. Repair of equipnent;

3. Postage stanps, parcel post, C O D. charges, postal
char ges;

4. U.S. Postal Service noney orders, or noney orders
i ssued by Federally-insured banks and credit unions
(includes teller's, cashier, and bank checks);

5. Public utility bills (if the |location of the
activity is so situated that cash paynment is nore
efficient, and approval has been granted through the
servi cing paynent center);

6. Emergency sal ary paynents to enpl oyees. GCenerally,
these paynents are made to relieve a financial
hardshi p on the enpl oyee. (See Section 8 of this
chapter for specific procedures on energency sal ary
paynents.)

7. Local drayage (novenent of supplies or commodities
within a recognized netropolitan area in which both
t he point of pickup and delivery are |ocated);

8. Transportation shipments under $100;



6-26 Revised 4/00

9. Public transportation tokens or passes (including
cash fares);

10. Taxi fares;
11. Travel advances;

12. Local m|eage--privately owned vehicles (see DOC
Travel Handbook, Chapter 301-4); and

13. Oficial tel ephone and tel egraph expenses on an
i ndi vidual call or nessage unit basis, when official
facilities are not avail abl e.

.06 Prohibited fransactions

a. Inprest fund usage nmay not be appropriate for the
paynent of small purchases when:

o0 A Governnent BankCard is avail abl e;

o0 A Governnent contract is available for utility
services, printing and rel ated supplies, autonated
data processing, and

t el ecommuni cati ons;

0 Supplies or goods are avail abl e through agency

i nventory excess property accounts, from Federa
Prison Industries, Inc., or Wirrkshops for the Blind or
for other severely handi capped persons;

0 A GSA Federal Supply Schedul e contract is avail abl e;
0 An agency requirenents-type contract exists under
the terns of which the agency agrees to pl ace al

or ders;

o Construction work is being perfornmed;

o Motion picture or television scripting and
production is being procured; or

o Procurenments are over $500 wi t hout proper approval
(see .12 below for exceptions.)
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o Making | oans, paynents for personal expenses,
transportation charges exceeding the prescribed
[imtation for cash paynment, personal calling cards or
greeting cards, invitations, alcoholic beverages and
food (unl ess under properly authorized funding),
traffic fines and tickets, itens of clothing/uniforns
and shoes for enployees (unless authorized by |aw), or
any ot her paynent that may not be paid from Federal
funds, such as those determ ned by the Conptroller
CGeneral of the United States not to be payable. (For
addi ti onal gui dance, see Principles of Federal
Appropriations Law, U S. CGeneral Accounting Ofice or
your certifying officer).

o Providing free food to Departnent enployees. As a
general rule, neals, snacks, or refreshnents incurred
at an enpl oyee's official duty station are viewed as
itens of personal expense and are not all owed.

However, under the Governnent Enpl oyees Traini ng Act,

t hese expenses may be paid if the providing of a neal,
light refreshnment, etc., is necessary to achieve the
objective of the training program The Incentive
Awards Act also allows refreshnments to be provided at
an awards cerenony or reception in accordance with OPM
regul ations. If the cost of refreshnents is considered
a "necessary expense," the cost may be paid out of the
organi zation unit's operating appropriations (see 65
Conp. Gen. 738). Meetings and conferences are not
training and the paynent of neals and/or refreshnments
at these events is strictly prohibited. The cashier
may request the bureau training officer to certify
that the program neets the requirenents of either of

t hese Acts.

o Making paynents for wages, salaries, and other
personal services paynents prior to the tinme work has
been perfornmed and the conpensation i s earned.

o Cashing checks or other negotiable instrunments, or
for change- maki ng purposes, except when specifically
aut hori zed by Treasury.

0. Exchanging U.S. currency for foreign currency or
vi ce versa, or exchanges between foreign currencies,
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unl ess specifically authorized by the Departnent of
the Treasury.

o International shipments or househol d goods via van
shi pnent s;

0. Deposits to accounts in financial institutions,
except when aut horized by the bureau finance officer;
or

0. Purchasing commercial journal article reprints
witten by Governnent authors.

b. Recurring Paynents

The inprest fund should not be used for recurring itens,
unl ess determned to be cost-effective and approved by the
bureau finance officer.

c. Split Paynents

Paynments for goods and services which exceed the doll ar
l[imtations stated above may not be split in order to

circunvent the dollar limts.

.07 Conditions for Cash Paynent of Typical Purchases

a. Miultiple Paynent Listings

I n unusual circunstances, a nultiple paynent listing my be
used to pay identical -type disbursenents to severa

i ndi vidual s at the sane |ocation. Approval to nmake such
paynments nust be obtained fromthe servicing paynent

center.

b. Approval of D sbursenents

1. Each original cash paynent docunent (invoice, sales
slip, receipt, etc.) nmust be approved for paynent. The
cashier may not act as an approving officer The full
signature of the approving officer is required on the
docunent. Initials and facsimle signatures nmay not be
used.

2. If an advance was approved on the basis of a properly
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executed small purchase docunment (SF 1165 or equi val ent
form, approval of the paynent is still required to ensure
that the conditions of the agreenent are properly reflected
in the disbursenment documents and are acceptable to the
benefitting office. A copy of the small purchase docunent
must acconpany the di sbursenent docunentati on.

3. If the purchase of an item was previously approved on
the basis of a properly executed purchase order or
contract, approval of cash paynent cannot be processed

unl ess the purchase order or contract has been cl osed- out
or cancelled, or the provision for the type of paynent has
been anended.

4. Each paynent docunent nust bear a certification:

" Goods/ services received on (date)", or nust be supported
by a receiving report that bears a like, definite
certification of receipt. The certification nust be signed
by the enpl oyee who has personal know edge that the goods
and/ or services were actually received.

5. The accounting classification code nmust be shown on each
paynment docunent.

6. Paynments fromthe inprest fund require the signature of
t he enpl oyee receiving the funds on the original of the
paynent docunment, or on a cash receipt form at the tine
the cash is disbursed. A paynent document becones a
sub-voucher at the tine funds are disbursed.

.08 Types of Paynent

a. Small Purchases

Al'l purchases of furniture and equi prent shoul d be cl eared
t hrough the appropriate property officer so that
accountability can be established.

When a snmal |l cash purchase has been authorized by an

of ficial having procurenent authority, a tenporary advance
docunented by an interimrecei pt, SF 1165, or equival ent
form for a period not to exceed five (5) workdays from
date of issue, may be given to an enpl oyee to nake the cash
pur chase.
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b. Travel Advances

A travel advance may be issued with the presentation of a
CD- 369, Travel Advance, and an attached travel

aut hori zation (CD-29 or other approved form. (See the DOC
Travel Handbook, Chapter 301-10 and the Adm nistrative
Paynments System Manual, Chapter 1, for guidance.) Form

CD- 369 will not be processed as a part of the

Adm ni strative Paynments |nprest Fund Sub-system and shoul d
not be included as a sub-voucher to the OF 1129, Cashier
Rei mbur senment Voucher.

A travel er who receives a travel advance (in cash or
travel ers checks) is accountable and personally |iable for
the entire anmount advanced even if it is lost or stolen.

c. Reinbursenents for Travel Expenses

Only local transportation costs incurred at the official
duty station (SF 1164), shall be paid through the inprest
fund. Receipts wll not be required unless the anmount of
the expenditure is twenty-five ($25) dollars or greater
Local travel expenditures include taxicab fares and rel ated

tips fifteen (15% percent; bus, rail, ferry, and subway
fares; POV mleage, tolls, parking neters, and parking | ot
fees; official telephone calls; and gas, oil, and m nor

repair service for Governnent-owned or |eased vehicl es.

.09 Personal Services, Salary, and Benefit Paynents

Cash paynments may not be nade for personal services or for
routi ne or energency sal ary paynents except as specifically
aut hori zed by Section 7, Purchases and M scel | aneous Cash
Paynments and Section 8, Paynment of Payrolls, in this
chapter.

.10 Regul ati ons

Al'l purchases of supplies and/or equi prment shoul d be
reviewed by a procurenent official wthin the approving
official's organization to assure that each purchase is
made under the requirenments of the Federal Acquisition
Regul ati ons (FAR) and any ot her suppl enmental regul ations.

.11 Money Order Fees
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The use and rei nbursenent of noney orders and the
rei nbursenent of noney order fees through an inprest fund
i s authorized under the follow ng guidelines:

a. Money orders can be used to purchase necessary goods or
servi ces when no ot her purchase nethod, such as a

Gover nnent BankCard, is feasible or nore economni cal .
However, noney orders shall not be used as a neans to
circunvent other paynent or procurenent processes. Mney
orders cannot be used to pay for personal services.

b. Money orders cannot be used for recurring paynents or
for transactions which require other neans of procurenent.
For exanple, use a Governnent Bill of Lading for household
goods shi pnent; and an SF 182, Request, Authorization,
Agreenent, and Certification of Training, for registration
fees for training, sem nars, conferences, etc. Wen an
enpl oyee is scheduled to attend a conference or sem nar, a
determ nati on should be made as to whether the vendor wl|l
accept an approved SF 182. If the vendor will not accept an
SF 182, a charge card should be used. In addition, when
training and/or the registration fee are to be incurred as
part of tenporary duty travel, the enpl oyee may wi t hdraw
hi s/ her travel advance froman ATM w ndow and cl ai mthe
anount (s) on the travel voucher submtted for

rei nbursenment. Once reinbursed, it is the enployee's
responsibility to pronptly discharge his/her financial

obl i gati on.

c. Money order purchases may be made and the fees

rei mbursed for subscriptions or other charges for
newspapers, mnmgazi nes, books, periodicals, or other
publications up to $500, when prepaynent is a requirenment
by the publisher and the charge card is not accepted. |If
the cost of the subscription is |ess than $100, a noney
order should be obtained and remtted directly with the
subscription or ordering form (see Exhibit 6-6).

d. Money order purchases nay al so be nade for any situation
whi ch has recei ved previous approval fromthe Departnent of
the Treasury or fromthe Departnent's O fice of Financia
Managenent .

e. Money order purchases up to $1, 000 may be nmade on an
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energency basis if the purchase and the use of the noney
order is adequately justified on, or attached to the SF
1165, SF 1164, or equivalent form An authorized approving
official must sign the justification in addition to
approving the claimform

f. A request presented to an inprest fund cashier for

rei nbursenent for the noney order and its fee nust include
a dated receipt for the iten(s) purchased, the purchaser's
copy of the noney order, and a receipt for the noney order
fee. If the noney order was used for a subscription or
simlar charge, a copy of the ordering formshould be
attached in lieu of a dated receipt.

.12 Exceptions

Exceptions to the single purchase dollar limtation ($500,
but not to exceed $1,000) nust be initiated by the bureau
finance officer. Cash paynents for nore than $1, 000 nust be
approved by the Director for Financial Mnagenent. A
request for an exception nmust be based on need and the
unusual circunmstances of the program

.13 Docunent ati on

a. Each paynent made froman i nprest fund nust be supported
by an SF 1164, Cd ai mfor Rei nbursenent for Expenditures on
O ficial Business, or simlar bureau approved form

item zing the expenditures nmade on official business (see
Exhi bit 6-6), and one of the followng if reinbursenent is
for goods, services, or supplies:

1. A dated receinpt.

2. \Wen receipts for purchases of goods, services, or
supplies are not avail able fromthe vendor, an SF
1165, Receipt for Cash - Sub-voucher, or equival ent
receipt form itemzing the articles or services

pur chased, should be used. In |ieu of preparing an SF
1165, the enployee may enter the required information
directly on the SF 1164.

b. Wen a cashi er advances cash to an enpl oyee to make an
aut hori zed purchase properly payable froman inprest fund,
t he enployee will sign the interimreceipt stub on the SF
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1165, Receipt for Cash - Sub-voucher. The cashier will keep
the interimrecei pt stub and give the enployee the SF 1165.
When the enpl oyee has conpl eted the purchase, the enpl oyee
will return the receipt for the purchase(or acceptable
substitute) and any unused cash to the cashier. The cashier
Wil mark the interimreceipt "Void" and return it to the

enpl oyee.

1. Foreign Language Recei pts

| f cash receipts are witten in a foreign | anguage,
the receipt nmust be translated into English in
sufficient detail at the tine the paynent is nade to
identify the goods and/or services acquired and the
pur pose of the purchase.

2. Accounting Classification Codes

In order to charge the paynent to the appropriate
funds, the proper accounting classification code mnust
be shown on each sub-voucher when presented for
paynment .

3. New Fiscal Year

Payments frominprest funds for obligations of a new
fiscal year are not authorized until an appropriation
or continuing resolution for the new fiscal year has
been approved. Paynents frominprest funds are

aut hori zed for unexpired nmulti-year funding, no year
funding, or funding in certain energency situations.
The bureau finance officer and/or budget officer
shoul d be consulted to determ ne whether obligationa
authority exists.

Expendi tures incurred on official business by

Sept enber 30 and ot her undi sbursed obligations which
were properly authorized and recorded in the
accounting records as accounts payable prior to

Sept enber 30, nay be paid through the inprest fund
after the fiscal year has ended, if otherw se proper
and approved by the fundi ng bureau, even though new
fiscal year obligational authority is unavail abl e.

.14 Supporting Docunentation/ Sub-vouchers
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Al l docunents supporting cash di sbursenents becone
sub-vouchers in the account. These sub-vouchers shoul d be
serially nunbered in the order of paynent. All

sub-vouchers, invoices, or receipts and their copies should
be marked "paid" imedi ately upon paynent. The nunber of
copi es of sub-vouchers, invoices, and receipts should be
kept to a mninmumto avoid duplicate paynents.

.15 Tax Exenption

Standard Form 1094, U. S. Tax Exenption Certificate, shal
be i ssued when the tax exceeds twenty ($20) dollars.
However, a certificate need not be issued if it can be
determ ned that the cost of issuing the certificate wll
exceed the tax. The certificate shall not be used for:

a. Purchases of quarters or subsistence nade by
enpl oyees in travel status

b. Expenses incident to use of a privately-owned notor
vehicle for which a mleage all owance has been
aut hori zed; or

c. Merchandi se purchased which is subject only to
Federal tax.

Section 12.0 Paynent of Payrolls (Wien Aut hori zed)

.01 Energency Sal ary Paynent Authorization

The Departnent of Commerce has received authorization from
t he Departnent of the Treasury to nmake energency sal ary
paynents to enployees fromthe i nprest fund. These paynents
shall be nade only in the follow ng situations:

1. An enployee is not issued a check on the schedul ed
payday due to an admi nistrative error, or a delay in
processi ng necessary docunents, and a serious
financial hardship would be inposed if paynment were
not nade;

2. An enpl oyee receives a salary check, but due to an
adm nistrative error, the anount of the check is for
| ess than ninety (90) percent of the net anmount due;
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or

3. A new enpl oyee nust await issuance of his/her
initial salary paynent, and because of the nornal
processing tinme, a personal financial hardship would
be encount ered.

Paynments may be based only on actual regular hours worked,
as recorded in the payroll records, and will not include
any anount due for overtine or prem umpay. Al deductions
must be subtracted to arrive at net pay and the advance
should be limted to a reasonabl e percentage of the net
pay. However, the per transaction linmt for energency

sal ary cash paynents is $500, and nust be justified under
one (1) of the above situations. Paynents will be made in
whol e dol I ars only.

These officials should confirmw th the servicing personnel
office that an energency exists and a salary paynent from
an inprest fund is warranted. Energency sal ary paynents
w Il not be nmade to enpl oyees for the non-receipt, |o0ss,
theft, destruction, or nutilation of a previously issued
sal ary check. In such a case, the servicing personne

of fice shall follow Personnel procedures for the issuance
of a substitute check

Enmer gency sal ary paynents are to be repaid by deduction
fromthe current pay period through the payroll/ personne
system Enpl oyees are not to repay energency salary
paynments through an inprest fund. Although the energency
sal ary paynment is issued by the inprest fund cashier, the
responsibility for collection of the paynent rests with the
enpl oyee' s supervi sor by ensuring the proper preparation of
t he enpl oyee's tine and attendance report.

.02 Eval uating Payrolls

The Tine and Attendance (T&A) Report is used to collect
information required for the conputation of pay.

Supervi sors are responsible for review ng and certifying

t he accuracy and conpl eteness of T&A information for each
enpl oyee under hi s/ her supervision. For detailed
information on T&A reporting, see the Departnent's Tine and
At t endance Manual .
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.03 Procedure for Cbtaining Energency Sal ary Paynent

The authorizing official, after determ ning a need for an
energency sal ary paynent, nust conplete an SF 1165, and
have the enpl oyee sign the form The authorizing officia
must obtain approval fromthe servicing personnel office
(personnel specialist). The SF 1165, T&A report covering
the pay period for which the paynent is requested, and
supporting docunentation nust be sent to the servicing
personnel office for review and approval. The personnel

of fice must keep a copy of the SF 1165, the T&A report, and
docunentation on file for three (3) years.

The servicing personnel office will return the package to
t he authorizing official so that paynment may be obtai ned
fromthe cashier. In addition, the servicing personnel
office will provide a copy of the package to the bureau's
finance office.

The original and three (3) copies of the package nust be
provided to the cashier for processing. Copies should be
di stributed as foll ows:

1. Return one copy to the authorizing official for
subm ssion to the T&A C erk for preparation of the T&A
report.

2. One copy will be maintained by the cashier;

3. One copy will be forwarded to the bureau finance
of ficer; and

4. The original will be attached to the CD-421,
Cashi er Sub-voucher Register and forwarded to the
servi ci ng paynent center.

.04 Advance Paynent of Basic Pay

Departnmental Notice 91-14, dated July 8, 1991, authorizes
the Departnent of Conmerce to grant advances of basic pay,
in one or nore installnments covering not nore than two pay
periods, to any individual who is newy appointed to a
position in the Departnent. However, the inprest fund may
not be used for advances of pay. For policy and procedures
on advances of pay, contact your servicing personne
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of fice.

Section 13.0 Liquidating an I nprest Fund

a. An inprest fund can be |iquidated through the
returning of cash or uncashed checks to the bureau
finance office or service paynent center with a deposit

ticket.

a. An OF 1129 nust be sumtted as an accountability
report with the notation "No Repl eni shnent Vouchers
Subm tted. "

Section 14.0 Accountability Reports and Verification of Funds

.01 Genera

An OF 1129, Cashi er Rei nbursenent Voucher and/ or
Accountability Report, nust be generated by each principa
Class A and B cashier. This report enables the cashier's
supervi sor, and other interested nmanagenent officials, to
moni tor the status of the inprest fund.

.02 Subm ssion of Accountability Reports

Optional Form 1129 shoul d be subm tted:

a. On the |l ast workday of each nonth (mninmum
requiremnent);

b. \Whenever there is a change in the approved | evel of
the fund (an additional advance or a |iquidation of
funds); and

c. Wenever there is a transfer of accountability for
the fund, such as a change in cashiers. In this case,
the form should be submtted, signed once by the

out goi ng cashi er, and once by the incom ng cashier. A
copy should be given to the incom ng cashier and the
out goi ng cashier. A copy should also be maintained in
the organization unit's file where the inprest fund is
| ocat ed.

.03 Using the Rei nbursenent Voucher as an Accountability Report
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Accountability Reports are to be submtted as foll ows:

a. By the close of business on the | ast workday of the
reporting nonth, the cashier will submt an Accountability
Report to his/her supervisor.

b. The cashier's supervisor will review the Accountability
Report and take any corrective action necessary to ensure

that the fund is intact, and will submt the report to the
servicing paynent center by the fifth workday of the
foll ow ng nmonth, noting any action(s) still pending to

restore the fund.

c. The servicing paynent center will reviewthe
Accountability Report to ensure that there has been a ful
accounting for the fund, or will followup for corrective
action.

d. The Accountability Report will be filed by the

servicing paynent center for future reference and use in
auditing the fund.

e. At year-end, inprest fund status reporting should be
made i n accordance with the Departnent accounti ng
procedures and information requirenent of the FM5S Form
2108, Year-end C osing Statenent.

.04 Submtting Report Fornms

In addition to the normal procedures for conpletion of OF
1129 for reinbursenent, the follow ng annual and quarterly
reports should be submtted to the servicing paynent
center:

a. Form CD-422, Cashier Account Audit

The CD-422 will be used to record the bureau audit of
a cashier account. An unannounced audit of each
account nust be nade at | east annually. Instructions
on the formare self-explanatory. A signed copy of the
CD- 422 and the CD 423 should be forwarded to the
servi ci ng paynment center.

b. Form CD-423, Verification of Inprest Cash

The CD-423 will be prepared by the bureaus to docunent
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an unannounced verification of the cash balance in an
inprest fund. At a mninmum cash verifications nust
be performed once each quarter, as well as at the tine
of the annual audit. A signed copy of the CD 423
shoul d be forwarded to the servicing paynent center.

.05 Sub-cashiers

Sub- cashi ers should submt their sub-vouchers to the O ass
B cashi er whenever the Class B cashier is preparing a

rei mbursenent voucher. At the tinme of accountability, the
sub-cashi er nmust submt:

a. All sub-vouchers on-hand for replenishnment if the
advance is to be continued. These sub-vouchers
shoul d not be nunbered by the sub-cashier, but wll
be nunbered, upon receipt, by the principal cashier.
If there is a deficiency in the docunentation
subm tted, the sub-cashier nust resolve the
deficiency to the satisfaction of the principal
cashi er; and

b. A statenent of accountability for funds held,
simlar to the "Status of Funds" statenent on the
rei mbur senent voucher, if any funds are retained
followi ng the accountability.

I f there has been no activity during the nonth, the
sub-cashi er should provide a signed statenent show ng cash
accountability as of the last day of the nonth to the d ass
B cashi er who advanced the funds. A statenent nust be
provided justifying the retention of the advance, or return
all the funds held for cancellation of the advance and
revocati on of the sub-cashi er designation.

.06 Cass D Cashiers

Each C ass D cashier will conplete and submt a Treasury

Fi scal Service (TFS) Form 1652, Statenment of Advance Funds
for Change- Maki ng Purposes, at |east once each fiscal year.
The Statenment should be submtted to the servicing paynent
center on the anniversary date of the initial advance
(mnimumrequirenent), when there is a change in the anount
of the advance, or when there is a transfer of the fund to
anot her C ass D cashier. However, if an accountability on
TFS Form 1652 has not been submitted during the |ast six
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nont hs of the fiscal year, a TFS Form 1652 nust be

subm tted on Septenber 30 for year-end validation purposes.

A prerequisite to the subm ssion of each TFS Form 1652 is a
wi t nessed verification of the fund. The verification
process will be limted to an assurance of the physical
presence and proper use of the fund (see .08 bel ow for
Verification of Funds).

a. Alternate Cashiers and Sub-Cashiers

When the C ass D cashier has advanced funds to an
alternate or to a sub-cashier, the alternate and
sub-cashi er nust conplete a TFS Form 1652, and submt
it to the principal Cass D cashier for backup to

hi s/ her required subm ssion. Al such sub-advances
must be verified and w tnessed when TFS Form 1652 is
conpl eted. Copies of TFS Form 1652 conpl eted by the

alternate and sub-cashier will be retained by the
princi pal Cass D cashier and will be nade avail abl e
for review, when requested, as part of an on-site
audi t .

b. Certification of Continued Need

Each TFS Form 1652 nust bear the foll ow ng
certification of continued need signed by the director
of the organization unit facility where the Cass D

cashier is assigned: "I certify that there is a
continuing need for a change-nmaking fund in the anount
of $ at this location because..." (briefly state a

justification). If there is no continuing need for the
fund, or if the activity in the fund has been so
l[imted as to render the cash idle, the advance shoul d
be repaid and the fund cl osed-out.

.07 Verification of Funds: Spot Checks

The performance of periodic verifications satisfies an
i nportant managenent oversight responsibility and is

i ntended to assure nanagenent that the inprest fund is
intact and is being operated in a responsible way.

a. Responsi bility for Verification

The cashier's supervisor has the basic responsibility
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for ensuring that verifications are conducted. The
supervisor is not required to conduct a verification,
but is encouraged to participate when feasible. The
bureau finance officer will nonitor the perfornmance of
verifications, and nmay assist by providing or
arrangi ng for personnel to conduct verifications when
necessary. The cashier nust be present during the
entire verification process and nust acknow edge the
return of the funds.

b. Sel ecti on of Personnel

Any two Governnment enpl oyees other than the principal,
alternate, or sub-cashier may performthe
verification. The verifiers need not have fi nanci al
backgrounds, but shoul d have an awareness of the

pur pose and use of an inprest fund and be capabl e of
conducting a cash count, including sub-vouchers,
travel ers checks, and conpleting the verification
form Al individuals participating in the
verification, including the cashier, will sign the

CD- 423, Inprest Fund Verification.

c. Frequency of Verifications

Verifications nmust be unannounced, except in the case
of a change of cashiers. Verifications shall be
performed at | east once each cal endar quarter.
Verifications should be perforned nore frequently if
there has been a recent shortage where restitution has
occurred, even if the cashier was not determned to be
negl i gent.

d. Requirenents of the Verification Process

The required actions in the verification process are
as foll ows:

1. The anount of the advance for which the
princi pal cashier is responsible nust be
confirmed before verification by inquiry to the
servicing paynent center, as well as by referring
to the current copy of the cashier's designation
form (OF 211).
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2. Inprest fund activities nust be suspended
while the initial cash count and docunentation
verification process is underway. The
verification process may extend beyond the day
the actions were initiated, in which case the
fund will be released by the verifiers for

conti nued operation, unless there is evidence of
an i nproper act. If the fund cannot be returned
to the principal cashier because of i nproper
acts, the fund nust be properly transferred to
the alternate cashier. In any case, conpletion of
the verification process nust be pronpt.

3. Advances nmade to sub-cashiers and others (on
interimrecei pts) nust be verified by obtaining
confirmation fromthe recipient. Normally, travel
advance forns wll not be confirnmed, but if there
is a suspicion of invalid docunentation, or

travel advance forns are dated prior to the date
of the last subm ssion for reinbursenent, the
advances shoul d also be confirnmed. |If interim
advances are given to enployees to nmake specific
cash purchases, the date nust be exam ned. These
advances mnust be resolved within five (5)

wor kdays. | f such advances have been outstanding
for nore than five (5) workdays at the tine of
verification, the recipient should be directed to
resol ve the advance i medi ately by repaynent of
cash and/ or subm ssion of acceptable receipts for
goods purchased, or the verifier nust report the
advance as an unresol ved shortage on the
verification report.

4. The cashier's record of reinbursenent vouchers
in-transit to or fromthe servicing paynment

center nmust be verified. This can be acconplished
by tel ephone, wire, or by a nenorandum |[f al

the in-transit reinbursenent vouchers cannot be
accounted for within a few workdays of initiating
the verification, further investigation or an
audit should be perfornmed under the gui dance of

t he bureau finance officer with the participation
of the cashier's supervisor. If the vouchers
cannot be confirmed or satisfactorily
reconstructed, the mssing transactions nust be
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reported as an unresol ved short age.

5. Al the paid sub-vouchers held by the

princi pal cashier for which a rei nbursenent
voucher has not been processed nust be revi ened
for validity. The review nust confirmthat the
sub-vouchers are properly approved for paynent,
are supported by prescribed docunentati on,
contain a certification that the goods or
services were received, bear a cancellation stanp
or perforation, and have been sequentially
nunbered fromthe | ast reinbursenent voucher of
record.

6. The total anount verified by the above actions
must equal the total advance to the principal
cashier, or an unresol ved shortage nust be noted
on the verification report. Overages nust be
deposited to m scel |l aneous recei pts account.

7. Following the initial verification process and
confirmati on of the advance or determ nation of a
shortage, the funds and docunentation will be
returned to the principal cashier, or transferred
to an alternate cashier, and will be confirned
and acknow edged, in witing, by the cashier and
verifiers.

e. Report of Verification

A report of the results of each verification shall be
forwarded to the paynent office and nmade avail able to
t he supervisor of the cashier and to the bureau
finance officer. Form CD 423, |nprest Fund
Verification, will be used to establish the
accountability of the cashier for verification

pur poses. However, this formnust be supplenented by a
narrative report whenever the verification discloses a
problemin the operation of the inprest fund or an
unresol ved shortage or loss. Any irregularities wll
be pronptly reported to the Ofice of the Inspector
CGeneral upon discovery (see DAO 207-10, |nspector
Ceneral Investigations). A copy of each verification
report will be retained at the servicing finance
office for reference in conducting the required annual
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audit. If further investigation, resolution, or audit
is required during the verification, the cashier's
supervi sor or the bureau finance officer should
consider notifying the Ofice of the Inspector General
for assistance and/or guidance, and shall take the
necessary action to ensure full conpliance with these
regul ati ons. The bureau finance officer will nonitor
the frequency of verifications for each fund, and w |
take corrective action if verifications are not being
performed as required. Corrective action may incl ude,
if necessary, suspension of a replenishnent or the

cl osing of the fund.

.08 M ssing Funds

An inprest fund cashier, as an accountable officer, is held
to a high standard of care with respect to the funds wth
whi ch he/she is charged and is automatically |iable when a
physi cal |oss occurs. The cashier is presuned negligent

and, to obtain relief, must rebut the presunption with
convi nci ng evidence that the | oss was not caused by hi s/ her
negl i gence or |ack of responsible care.

A bill for collection should be prepared and an account
recei vabl e due fromthe cashier should be recorded by the
bureau's finance officer.

.09 Reports of Irregularities

Reports of mssing funds or irregularities nmust be
submtted to the responsi ble bureau finance officer or
their designee. A formal report including pertinent details
shoul d be submtted so that the accountability records may
be properly adjusted. The bureau finance officer or their
designee will forward a copy of the report to the Director
for Financial Managenent.

.10 Restoring Funds

If a loss or shortage has been reported by the outgoing
cashier, the cashier's supervisor (with the approval of the
bureau's finance officer or their designee) may request a
tenporary restoration of inprest funds to cover the | oss.
This request will be in the formof a menorandum which
shall include a full report on the loss of funds, to the
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servicing paynment center after advising the bureau finance
officer. The restoration does not resolve a | oss or
irregularity, but nerely provides for the continuation of
i nprest fund services. Recovery of or relief fromthe |oss
must still be pursued.

.11 dearing a Loss of Funds

When a | oss of funds has been di scovered, whether by the
cashi er or an unannounced cash verification, the cashier's
supervisor is responsible for obtaining clearance of the

| oss in one of two ways:

a. By requiring the cashier to replace the funds--if
there is no doubt as to the liability. However, the

| oss of funds should still be referred to the O G for
i nvesti gati on.

b. By adm nistrative action--the bureau finance

of ficer or their designee has authority to relieve
cashiers of responsibility for |osses |ess than
$3,000. Relief for |osses $3,000 or greater are to be
reviewed by the Director for Financial Managenent, who
will make formal request to GAQ, if appropriate.

.12 O earance by Adm nistrative Action

The cashier's supervisor may request administrative relief
and submt the request, with supporting docunentation to
the bureau finance officer. The appropriation(s) to be
charged for the | oss nust be included with the request. If
amount is less than $3,000 the bureau finance officer or
their designee may determne administrative relief. If
amount is $3,000 or greater the bureau finance officer or
their designee is to forward request to the Director for
Fi nanci al Managenent. The Director wi |l determ ne whether
admnistrative relief or referral to GAOis appropriate.

If formal relief is granted by DOC GAO, the servicing
paynment center will prepare an OF 1129, Rei nbursenent
Voucher. \Wen restoring funds to the cashier, the OF 1129
will credit the fund originally charged for restoration. If
| ost funds were not restored by the bureau, the OF 1129
wll be in favor of the cashier by nane and title
"cashier."
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If relief is not granted, bureau finance officer nust
followup on the bill for collection and take action needed
to collect and replace the funds.

.13 Cl earance by Cashi er

The bureau finance officer should require that the cashier
repl ace | ost funds once it has been determ ned that the
cashier is liable for the loss or theft. If the bureau has
restored |ost the anmount to the fund, the cashier should
refund the restoration by personal check or noney order
made out to the Departnent of Commrerce. The check shal
acconpany a nmenorandum i ndi cating cl earance of the | oss,
and the cashier's nanme and title. The nmenorandum and check
shoul d be sent to the servicing paynent center and a copy
to the bureau. Restoration by the cashier may al so be made
by salary offset under 5 U S.C. Sec. 5514.

.14 Audit

An audit includes, but extends beyond, the verification of
cashier funds. Audits are expected to: evaluate the

ef ficiency, econony, legality, and effectiveness of
operations; to assist managenent in performng

responsi bilities by providing an objective appraisal of the
fund, supported by findings and recomrendati ons; prevent or
di scl ose fraud, waste, and abuse; and ensure that
Department cash nmanagenent and internal control goals to
reduce the risk of |oss are being carried out.

a. Responsibility for the Audit

The primary responsibility for scheduling and arranging for
the performance of an audit rests with the bureau finance
officer. For distant locations, this responsibility may be
carried out by arranging for qualified enpl oyees,

regardl ess of the organization unit, near the inprest fund
site to conduct the audit.

b. Sel ecti on of Personnel

The enpl oyees sel ected for audits nust have sone know edge
of fiscal policy, procedures and docunentation, and an
under standi ng of the directives governing the operation of
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an inprest fund. The audit will generally be performed by
one or two fiscal or adm nistrative enpl oyees approved by
t he bureau finance officer, unless the audit is schedul ed
to be conducted by the Ofice of the Inspector Ceneral.

c. Scheduling of the Audit

| mprest funds shall be audited once each fiscal year,

unl ess an audit has been perfornmed during that fiscal year
by the Ofice of the Inspector General. The audit wll
cover all the activity of an inprest fund since the
previous audit. An audit nay be scheduled at any tine
during the fiscal year, but at |east three nonths shoul d
have el apsed since the previous audit. If there is a
reported or suspected problemwith a fund, or there is a
change in cashiers, an audit may be conducted at any tine.

When scheduling audits, the Ofice of the |Inspector General
shoul d be consulted to avoid any duplication of effort, and
to discuss any suspected m shandling of inprest funds.

d. Scope of the Audit

The audit will exam ne and report on all aspects of the

i mprest fund, including travelers checks, if applicable.
The exam nation of paid docunentation is an inportant

el enrent of an audit. However, if a random sanpling does not
reveal the presence of significant errors or deviations
frompolicy, it would generally not be useful or econom cal
to expand the exam nation. On the other hand, if there is
sone question of deviation frompolicy or evidence of

wr ongdoi ng, the exam nation should be sufficiently broad to
identify the extent of the problemand to fix
responsibility. A review of past Accountability Reports
shoul d be included in each audit, and may indicate or
substantiate a pattern of m smanagenent of the inprest

f und.

Audits shall include a review of cash turnover at the fund
to determ ne whether the funds advanced to the cashier are
excessi ve.

e. Planning for the Audit
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Audi ts shoul d be unannounced and conducted so that the
timng of the audit is not predictable. Before starting an
i mprest fund audit, the participating enpl oyees should
establish a plan describing the actions determ ned to be
essential to the audit. The first step of the plan nust be
a cash verification, to | essen the opportunity for a
cover-up of any loss or shortage. It should also include an
anal ysis of fund activities over several nonths.

Wil e the plan should cover all inprest fund operations, it
shoul d al so all ow sone flexibility should a problem be

di scovered, such as the in-depth exani nation of paid
sub-vouchers because of inproper processing. The plan
shoul d provide the framework for conpleting the CD-422,
Cashi er Account Audit. For a sanple of the questions

contained in the CD-422, refer to the foll ow ng address:
http://ww. doc. gov/ fornms/ pdf/cd422fl|. pdf

f. Conducting the Audit

The effort devoted to carrying out an audit should rel ate
to the size and activity of the fund. A nore extensive

i nvestigation may be required if problens arise. The audit
pl an shoul d be foll owed and changes nmade to respond to
suspected probl ens.

Interviews with enpl oyees will be conducted whenever
necessary. The audit will require the exam nation of
docunent ati on held by the cashier and docunentati on

previ ously processed for paynent during the audit report.
Wor kpapers and notes nmust be retained in support of the
audi t .

g. The Audit Report

Al t hough Form CD- 422, Cashier Account Audit, will serve to
indicate that an audit has been conpleted, a narrative
audit report of findings and recomendati ons shoul d be
issued in addition to the CD 422.
1. The audit report wll consist of:
o A sunmary of the operation of the inprest fund;

0 A brief description of how the audit was
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conducted and who conducted the audit. Indicate
their occupational series, title, and grade;

0 A detailed discussion and objective appraisa
of the findings that respond to each of the
questions listed at the Web address given in

. 14e, and any ot her suppl enentary issues
appropriate to the audit; and

0 Recomendations for inprovenent of the
operation of the fund, or for followup action
requi red of other enployees or officials.

2. Copies of the audit report will be distributed to:
o The cashier;

o The director of the organi zation unit where the
cashier is |ocated,;

o Chief of the servicing paynent center; and
0o Bureau finance officer

If there is an irregularity, copies of the audit
report will also be distributed to:

o Director of the servicing paynent center;
o Ofice of the Inspector General; and
o Ofice of Financial Managenent.

3. A copy of each audit report and the supporting
wor kpapers will be retained by the bureau finance
officer. The retention period will be in accordance
with the Departnment's record retention schedul e.

4. The bureau finance officer is responsible for
followup action, including a review of the fund | evel
inrelation to fund activity, to ensure the resolution
of reported findings and reconmendati ons and/ or
reported irregularities. A nmenorandum addressed to
the cashier's supervisor and signed by the bureau
finance officer will be attached to the audit report
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noting the foll ow ng:

0 The official who is responsible for ensuring

i npl ementati on of each finding or reconmendati on
stated in the audit report. An inplenentation
date should al so be established for each finding
or recomendati on;

o The responsible official should transmt a
foll owup nmenorandumto the bureau finance

of ficer indicating that inplenentation of the
finding or recommendati on has been conpleted. If
full inplenmentation has not been conpl eted by
the predeterm ned date, the responsible official
shoul d state why there has been a delay. He/she
shoul d establish an expected full inplenentation
date. (If inplenentation is determ ned not
feasible, the official should state why in the
menor andum )

0o The conplexity of the problemthat is to be
resol ved shoul d be consi dered when determ ni ng an
i npl enentation date. Generally, for inprest
funds, a period of one to three nonths should be
sufficient for full inplenentation.

o Non-conpliance will necessitate raising the
probl emto higher |evels of managenent and/ or
reduci ng or closing the fund.

o All docunentation related to audit findings or
recommendations and efforts at inplenentation
shoul d be retained in the permanent file at the
bureau finance office.

Section 15.0 Cashi er Forns and Docunent ati on

Exhi bits of Treasury forns can be |ocated at:
http://ww. frs. treas. gov/inprest/cashi erform pdf

For Commerce's cashier forns, refer to the foll ow ng address:
http://ww. doc. gov/fornms

For specific procedures applicable to your bureau, consult your
bureau finance officer or financial policy personnel.
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